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THE COMMISSIONER OF CUSTOMS

~ WASHINGTON, D.C.
August 23, 1999

MEMORANDUM FOR ALL CUSTOMS SUPERVISORS AND MANAGERS
FROM: Commissioner’ . u/<
SUBJECT: Revised Table of Offenses and Penalties

Integral to our initiatives to improve the processes for investigating and
addressing misconduct, is our recently completed revision of the Customs Table
of Offenses and Penalties. Since the last major revision was over 10 years ago,
it was clearly time to bring the Table up to date, so that it could serve as a
complement to the other discipline reforms we have implemented.

Although the new Table (which is attached and effective immediately) contains
excellent information to explain its usage, a few of the most important principles
of the revised Table should be highlighted:

--The Table is, first and foremost, a guide for supervisors and managers to assist
them in assessing misconduct and determining the appropriate penalty to
propose. It provides the foundation for consistent and appropriate disciplinary
action, so that we can better achieve our goal of “like discipline for like
infractions.”

--The Table is, nevertheless, only a guide. It provides the framework for
consistency; but, since no two cases are exactly the same, the Table should not
be seen as a substitute for the critical judgment that a manager brings to the
process of determining the appropriate penalty.

--The new Table has been brought up to date. Many types of misconduct were
not listed in the previous Table and have been included in the revision.

—The revised Table provides clearer guidance. Explanatory notes with
discussion have been added, and references have been included when
appropriate.

--The Table now provides more flexibility for use. The second and third offense
columns have been consolidated into one column for second and subsequent
offenses to provide flexibility in applying the concept of progressive discipline,
based on the manager’s considered judgment of the facts of individual cases.

As indicated above, the revised Table of Offenses and Penalties is only one of
the changes we have made to the internal investigation and discipline programs.



2.

These initiatives--which include the Disciplinary Review Board, improved
methods for reporting misconduct, a cadre of trained factfinders to conduct
administrative inquiries, enhancements to the Internal Affairs organization and
resources, and new delegations of authority — taken together, provide the
Customs Service with the tools to ensure fairness and consistency.

New policies and procedures will not be successful, however, without
communication and understanding. Our challenge is to continue improving
employee awareness about the reforms. To meet this challenge, we will soon be
distributing a comprehensive handbook to all employees: Preserving Our Pride —
a Guide to Good Conduct and the Discipline Process. The handbook will provide
clear information about the discipline process, a "plain English” guide to conduct
and ethics, and a copy of the Table of Offenses and Penallies, along with the
delegations of authority for taking disciplinary action.

This handbook should be helpful in communicating the changes we have made
to the discipline process, as well as the standards of conduct we expect all
employees to meet as Customs employees. As supervisors and managers, you
play a special role in the implementation of change. Not only are you responsible
for dealing with employee performance and conduct issues, but you are also the
key to ensuring that employees understand what's expected of them. You also
must do your part to ensure fairness and consistency. As a manager who has
served at every level of supervision and management, | know how difficult it is to
be a supervisor. But | also know that nothing in an organization can happen
without the support and understanding of supervisors.

To further assist you in this essential role, we are currently developing a
supervisor’s version of the Preserving Our Pride handbook. It is my sincere hope
that this handbook will answer many of your questions on our new discipline
process and other closely related topics. In addition, Customs has
labor/employee relations specialists throughout the field and in Headquarters,
who are there to provide advice and guidance to you as you carry out your critical
responsibilities in the discipline process. Please feel free to call upon them.

Attachment
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